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A. INTRODUCTION

The New Kemet Harambe Chapter {NKHC) of Blacks in Government® is a non-profit organization whose
membership dues are paid through allotments. The allotments cover the cost of memberships and
associated program benefits. NKHC will adhere to and enforce the guidelines established in this
Standard Operating Procedures (SOP) document to ensure timely and accurate processing of new and
renewing Chapter memberships.

B. PURPOSE

This SOP is developed to provide clear guidance and procedures for implementation of the Funding our
Destiny Program.

C. APPLICABILITY

This document describes the standard operating procedures for the New Kemet Harambe Chapter's -
Funding our Destiny (FOD) Program and is applicable to the following New Kemet Harambe Chapter
memberships:

1. New Memberships {Regular, Life, and Gold Plus)
2. Membership Renewals {Regular, Life, and Gold Plus)

By virtue of their membership category, Associate and Student memberships are ineligible for
participation in the Funding our Destiny Program and are, therefore, excluded.

D. DEFINITIONS

1. New Membership -- Any person joining the Chapter for the first time or returning after an absence
period of two (2) years or more.

2. Membership Renewal -- The payment of membership dues by the New Kemet Harambe Chapter for
any person who is a Regular, Life, or Gold Plus member with the Chapter.

3. Financial — Current paid Membership dues or verification of Allotment.

4. Program Benefit — Paid annual Membership dues and subsidized Chapter programs and activities.
{See attached Policy-~NKHC BIG-003)

5. Payment Mechanism — Federal Employee Payroll Allotment, Electronic Bill Pay, Check, Money Order
or Cash.

E. SUMMARY OF PROCESS

Al original NKH Chapter Membership Applications must be given to the Membership Chair ONLY (or
their delegate}. Any Chapter member may distribute the most current application provided by the
Membership Committee {see attached Membership Application).



Membership with the New Kemet Harambe Chapter begins with the submission of the NKH Chapter
Membership Application. The potential new member is contacted by the Funding Qur Destiny (FOD)
Coordinator to establish a payment mechanism for the FOD Program. A confirmation is sent fo the new
member verifying successful enroliment in the Funding our Destiny Program. Receipt of paymentis
verified within thirty (30} days of application receipt. Payment of National and/or Regional BIG dues
will be paid by the Chapter, and an official welcome letter will be sent from the Chapter President to the
new member. During Chapter monthly meetings, reports are given on the status of the Chapter’s
membership and Funding our Destiny Program.

F. ROLES AND RESPONSIBILITIES

The following Chapter officials in the Funding Our Destiny process will perform the specific activities
identified helow.

1. Membership Chair
a. Receives membership application from potential new member.
b. Provides the Assistant Treasurer with (1} copy of membership application.
c. Reqguests check from the Treasurer for payment of National and/or Regional dues after
verification from Assistant Treasurer.
d. Provides Chapter President with name(s) and ermnail address (es} of new member(s).

2. Assistant Treasurer
a. Serves as the Funding our Destiny {FOD) Coordinator.
b. Upon receipt of Membership application {frorm Membership Chair), contacts the potential
member to determine payment mechanism for the FOD Program.
¢. Provides the Chapter bank account information {routing/account numbers) to the potential
new member.
d. Sends an electronic confirmation to the new member; a copy of the e-mail is also sent to:
i. Chapter President
il. Treasurer
iii. Membership Chair
tv. Finance Chair

3. First Vice President .

a. Verifies payments made by allotments, checks/money orders or cash. Verifications are
made by responding to the “Request for Verification” e-mait (generated by the FOD
Coordinator or his/her alternate). A copy of the verification e-mail is also sent to:

I. Assistant Treasurer
ii. Finance Chair



4, Treasurer

The Treasurer is responsible for providing payment to the Membership Chair for National and/or
Regional Dues, upon request. Payment will be made by check drawn from the Chapter bank
account. A “Funds Reguest Form” must be completed 1o process the request for payment.

5. Finance Chair

a. inthe absence (or unavailability) of the Assistant Treasurer, the Finance Chair serves as the
Funding our Destiny (FOD) Coordinator.
b. Upon receipt of Membership application (from Membership Chair), contacts the potential
member to determine payment mechanism for the FOD Program.
c. Provides the Chapter bank account information {routing/aécount numbers) to the potential
new member. _
d. Sends an electronic confirmation to the new member; a copy of the e-mail is also sent to:
i. Chapter President
ii. Treasurer
iii. Membership Chair
iv. Finance Chair

G. QUALITY CONTROL

The separation of duties related to the FOD responsibilities of Chapter officials were designed
intentionally to ensure integrity, information security, and quality control.

The Finance Chair will conduct a quarterly review of FOD. This review will include:

¢ Verifying there has been no break in allotments;

s  Ensuring membership benefits {i.e., Chapter Polo shirts, National /Regional dues paymenis)
were disbursed according to this SOP; and

e |dentifying areas of weakness or modifications to the FOD Coordinator and provide
corrective action recommendations to the President.

H. REPORTING

The Assistant Treasurer/FOD Coordinator provides a monthly report during the Executive
Committee Meeting of those participating in FOD and identifies any new changesie.,
allotments, payments or cancellations. To avoid duplication of information and potential
sharing of personal information, the Membership Chair will continue to provide the
Membership Report during the General Membership meeting.

R RECORDS MANAGEMENT

The FOD Coordinator/Assistant Treasurer retains a spreadsheet identifying FOD activities, The
spreadsheet will be provided to the Finance Chair quarterly for audit purposes.
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Attachment 1 —~ NKHC Membership Application
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Attachment 3 - Membership Process Flow Chart

NKH Membership PROCESS CHART




ATTACHMENT 4 — NKHC Palicy 003
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